
  

 

Special Order Worksheet - Sample #1 

SPECIAL ORDER WORKSHEET 

 
 Date: _____________________________________  

 
 Customer Name: _________________________________________________________________________________  

 
 Customer Phone: _________________________________________________________________________________   

 
 Customer Email: __________________________________________________________________________________   

 
 Vendor:_____________________________________________  Order taken by: _______________________________  
                         Use separate form for each vendor 

 
ORDER # ___________  ITEM: ________________________  PRICE GUESS: ______________  QTY: __________  

 
ORDER # ___________  ITEM: ________________________  PRICE GUESS: ______________  QTY: __________  

 
ORDER # ___________  ITEM: ________________________  PRICE GUESS: ______________  QTY: __________  

 
ORDER # ___________  ITEM: ________________________  PRICE GUESS: ______________  QTY: __________  
 
Over $__________?  Deposit $ _________________________________________________________________________  
 
Payment: __________________________________________________________________________________________  
 

 
DATE ORDERED: _____________  PO# ________________  DATE RECEIVED: _____________________  

 
 
CUSTOMER PICK UP 
 
Customer Called (date/time): ___________________________________________________________________________  
 
Customer Called by: _________________________________________________________________________________   
 
Call Result: (left message/spoke to): _____________________________________________________________________  
 
Date Picked Up: ____________________________  Return to Inventory? _____________________________________  
 
NOTES: __________________________________________________________________________________________  
 
 _________________________________________________________________________________________________  
 
 _________________________________________________________________________________________________  
 

Toolbox Sample Form 


